
HOW TO MAKE A TEACHER PAGE FOR THE TURPIN WEBSITE 
 
1. Tell Gretchen Miller that you want to make a Teacher Webpage for the website. You can either stop in her 

office or email her. The only thing you need to tell her is what you want your password to be. She will give 
you access to the website. 

 
2. Using Internet Explorer, access the Internet and go to http://www.foresthills.edu/login.aspx. Your login is 

your Forest Hills email address (long form), for example, gretchen.miller@foresthills.edu (not 
gmiller@foresthills.edu). Enter your password. 

 

 
 

3. You will be on the home page of the Content Management System (CMS). Click Online Classroom 
Management. 

 

 
 
 



4. This is the Online Classroom Administration page that belongs to Trudi Boyd. To add a classroom, click on 
“Add a New Online Classroom Section”. . . 

 

 
 
and you will get the following screen. 
 

 
 
 
 
 
 
 
 
 
 



5. 
Type the name of your class. 
 
These symbols are all your formatting tools for 
your text. 
 
Type a description of the class or your 
expectations or whatever you want students and 
parents to see about your class. 
 
School name should be Turpin. 
 
Start Date is when you want the material about 
your class to be visible. 
 
End Date is when you want the material to no 
longer be visible. 
 
Click Save. 
 
 

 
Click My Class Home to move to the next step. 
 
This is the teacher page that has now been created. 
 

 
 

Click on the class name… 
 
 
 
 
 
 
 



and teacher page appears. 
 

 
 

6.  To add assignments to your page, click Select to choose your classroom… 
 

 
 

and the following page appears. 
 

 
 

7.  Before you add an assignment, you must make an assignment group. Example: Homework, Quizzes, 
Tests, Labs, Journal, etc.  Click Manage Assignment Groups. 



 
 

8. Type in a group name and a rank (order in which you want groups to appear). Click Save. 
 

 
 

You will get a message that your group has been added. Click Manage AP Calculus to return to previous 
screen. 

 

 
 

9.  It is now possible to add an assignment. Click Add Assignment. 
 

 



 
10. 
Type a title. 
 
 
Type the assignment. 
 
 
Type assignment date and due date. 
 
 
Type dates for this assignment to appear on 
your webpage. 
 
 
Click Save. 

 
 
 

 
 
 
 
 
You can add another assignment or return to 
previous page by clicking Manage AP 
Calculus. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



11. To add a link to your webpage, click Add Link. 
 

 
 
Click Add Link Category. 
 

 
 
Type category name, then click save & close 
 

 
 
Now you can Add New Link. 
 

 
 
 
 
 
 
 



11. 
Type URL. 
 
 
Type a title for the site. 
 
 
Type a description of the site (optional). 
 
 
Browse for an image if you’d like. 
 
 
Click save & close. 
 
 

 
Click Manage AP Calculus to return to Online Classroom Administration page. 

 

 
 

12.  To add a download/form i.e. worksheets, handouts, class rules, letter to parents, etc., click Add Download 
 

 
 
 



 
Add a category for your downloads; click Add Form Category. 

 

 
 

Type in category name and click save & close. 
 

 
 

Click Add New Form to insert a download. 
 

 
 

13. 
Type in form name. 
 
 
 
Type a description if you want (optional). 
 
 
 
Click Browse to find your file on your H: drive (or 
wherever). 
 
 
Click Save & close. 

 
 

 
 
 
 
 
 



 
 
Click Manage AP Calculus to return to Online Classroom Administration page. 
 

 
 

14.  To add an announcement, click Add New Announcement/Class news 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 



 
 
15. 
Type a title. 
 
 
Type the announcement or new item. 
 
 
Type display and expiration dates. 
 
 
Add an image, document, or link if you want. 
 
 
Click Save. 

 
 
 
16.  Now you can see what has been created. 
 
This is the home page which has the announcements on it. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 



This is the assignment page. 
 

 
 
This is the page with Links and Downloads. 

 

 
 

 
17. The final section of the teacher webpage is the Photo Gallery that works very similarly to the other 

sections. Click on Add Gallery Photo. 
 

 



 
Browse your files for the photo you want to add. 
 
 
 
Type a title for your photo. 
 
 
Type a caption for the photo (optional). The caption 
will appear under the photo. 
 
 
If you have more than one photo, type the order in 
which you want the photos to appear. 
 
 
Click Save. 

 
 
 
The photo gallery will look like this. If you load a picture that is too large, it will be automatically resized for you. 
 

 


